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Application and Enroliment

Edit Application

Before App. is created After App. is created

Once an application is created (and saved the first time), the
application is accessed via the “Edit Application" off the action icon.
The General users have the ability to go back and edit/update most
fields on the application. However, there are a few fields which are
“read only” and can only be updated by a Master User.

1 records found.
oll Date )&

% i i tion

Create Application
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ﬁMDnthly Contact
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Indiana Workforce -- Workgroup
Edit Application
Applicant Information — Citizenship and Selective Service
These two fields are “read only” once the application is
created.

Applicant Information-ldentify the following basic information about the applicant. If these values are ermpty, you must return to
the edit client record to update

Mame: Doe, JaneTest
Address:* 123 Main Stresiy
Zip Code:* 46202
City:* Indianapolis
State:* IN
County: Marion
Home Phone:* 317-750-3382
Birthdate:* 12/12/1937
Documented By: ‘__ SELECT - v|

Gender:* | Famale v

Social Security Number: 999-55-5555

D 0. : = v|
Citizenship:*

Dd per—— b
Hispanic/Latino Ethnicity:  Did Mot dentify «

American Indian/Alaskan Native:
Asian:

Black/ African American:

OO0

Hawaiian/Pacific Islander:

White‘Caucasian: i

selective Service Registration:™* 4

r)nr'urrw By:

SLECT o

Indiana Workforce - Master User -- Workgroup

Edit Application
Applicant Information — Citizenship and Selective Service
Master user has access to change these two fields.

Applicant Information-ldentify the following basic information about the applicant. If these values are empty, you must retum to
the edit client record to update
mMame: Doe, JaneTest
address:* 123 Main Streety
Zip Code:* 46202
City:* Indianapolis
State:* IN
County: Marion
Home Phone:* 317-750-3332
Birthdate:* 1212/1987
Documented By: | SELECT -- v|

Social Security Number: 999-55-5555

D R ]
Citizenship:* IUSszen—VI
B ST 5

Hispanic/Latino Ethnicity: | 0jd Mot dentify »

American Indian/Alaskan MNative:

Asian:

Black/African American:

OoEOO

Hawaiian/Pacific Islander:

Selective Service Registration:® | gt Required v

o L ] = e ~
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Family Income

Indiana Workforce -- Workgroup
Edit Application
Family Income
All fields in this section are “read only” once the application is
created.

Family/Income-Income information is required only for Youth seeking to qualify based on income. Fill in the information below,
and the sy stegmulbdatamissainblitsfisbaslanaestat

Number In Family: 3
Family Income for previous 6 Months: 5000.00

Homeless: False A” f|e|ds
Foster Child: False
Food Stamps: Receiving Read
TANF: False Only

General Assistance: False
Refugee Cash Assistance: False
SSI-SVA Title XVYI: False

Low Income:  True

@Work Solutions

Indiana Workforce - Master User -- Workgroup

Edit Application
Family Income Service
Master user has access to change all of these fields.

Family/Income-Income information is required only for Youth seeking to qualify based on income. Fill in the information below,
and the system will determine eligibility for Low Income status.

M
Mumber In Family:
Family Income for previous 6 Months:
Homeless: ] All fields are

Foster Child: [ .
Food Stamps: editable.
TANF: [
General Assistance: [
Refugee Cash Assistance: [
SSI-SVA Title XVI: [

Low Income: True
—
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Barriers

Indiana Workforce -- Workgroup
Edit Application
Barriers
Disabled, Youth Needs Assitance, Locally Defined Barrier in
this section are “read only” once the application is created.

Application - Barriers

Disabled:* No

Limited Enghsﬁ:

Substance Abuse:

Poor Work History:

TANF Exhaustee:

Basic Skill Deficient:
Offender:

A s L iz am: laol i

Youth-Needs Assistance: False

qOOOFXOO

Runaway: []

|Lucally Defined Barrier: False I
il

Indiana Workforce - Master User -- Workgroup

Edit Application
Barriers
Master user has access to change the barriers.

Application - Barriers

Disabled:* |N0 v|

Limited English:

Substance Abuse:

A” erIdS are Poor Work History:

d. bl TANF Exhaustee:
editable. Basic Skill Deficient:

Offender:
Pregnant/Parent Youth:
Youth-Needs Assistance:
Runaway:

High School Dropout:

Oo0OdOoOrEROOOxEOO

Locally Defined Barrier:

Local Barrier Description:
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Intake site (at time of application)

At the time a user creates an application his/her organization is attached to the application (and period of participation). This intake site is
then used for all regional and service provider reports for intensive service clients. (This assignment determines which region and service

provider get credit for the client’s outcomes.)

A general user cannot change the intake site assignment. A master user has the ability to change the site location within their region. This
can be done with no other contact with another region. If a client is to be reassigned to a new region, then it is up to master users from the
two regions to work out the agreement and to follow the guidelines setup by DWD. (See TTGB 2006-10, Transferring a Participant from One
Region to Another Region in TrackOne. Located at http://www.in.gov/dwd/partners/docs/TTGB_2006-10.pdf.)

Indiana Workforce -- Workgroup
Edit Application

Intake site (at time of application)

The General User cannot change the intake site.
The new Application and Enrollment screen now has an
Organization column which is the site which created the
application.

Ehrnllment and Application

The list below displays the client's applications. To record a new application, click the New Application button. To edit an
existing application, select the Edit Application option from the Action menu next to the desired record. If the application has
been proccessed and the client is acceptable far enroliment, select the Enrollment option from the Action menu to add or edit
the enrollment.

Cancel

Enroll Date Exit Date App. Date Interviewer Organization Eligibility
ﬁ 12/31/2006 12/31/2006 Jeff Murphy Vincennes - Greene

The General User will have read only access to the Organization
on the application screen.

Appllcat'i'nn - Basic Client Information

Application Date:* [[EIEEFAIE

Pl cleEmiteDab

Organization: “incennes - Greene

Indiana Workforce - Master User -- Workgroup

Edit Application

Intake site (at time of application)

Master user has access to the intake site organization.
When a Master User accesses an “Edit Application” screen then
the Organization field at the top of the screen provides a drop down
pick list of all organizations (or service provider locations.)

Application - Basic Client Information

Application Date:*
Planned Exit Date: I:El

organization:* |vincennes - Greene v

Transition Resources - Crawford ~
Transition Resources - Flayd

Transition Resources - Harrison

Transition Fesources - Scott

Transition Resources - Washington

“incennes - Brown

“incennes - Daviess

“incennes - Dubois

“incennes - Gibsan

an

- Greene

Yincennes - Knox
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Services/Activities

Backdating Start Dates

Indiana Workforce -- Workgroup

Services/Activities
Backdating Start Dates
General Users are not allowed to backdate service records

more than 3 business days.

= . .
Activity

To add an activity, enter the following information.

Please address the following:

+ You may only backdate up to 3 business days

Begin Date:* [1225/2006 | 3

Service/Activity Title: [1.on-1 Coungeling - In-depth assessment 4 4
tine Gode: NA

Indiana Workforce - Master User -- Workgroup

Saruica Tirno: Comnrgboncivg Socgoormaont

Services/Activities
Backdating Start Dates
Master Users are allowed to backdate service records more

than 3 business days.

Activity

To add an activity, enter the following information.

Begin Date:* [12/27,2006 &%
Service/Activity Title:  [1.on-1 Counseling - In-depth assessment 31';
Line Code: NA

Service Type: Comprehensive Assessment
Provider: Indiana WorkOne System

Funding Stream:* [WIA-Adult v

NOTE: Master Users need to use discretion when back dating
service records.
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